
 DELAWARE TRANSIT CORPORATION 

 

POSTING NO 092-2015  

 

POSITION VACANCY POSTING 

PART-TIME 
 
DATE OF POSTING    June 5, 2015                           CLOSING DATE         June 12, 2015       
 
 

METHOD OF APPLICATION:  Cover Letter/Resume/Employment Application  
 
INTERESTED EMPLOYEES MUST FILE FOR THIS POSITION BY COMPLETING THE APPROPRIATE BID 
FORM OR SUBMITTING AN EMPLOYMENT APPLICATION OR A LETTER OF INTEREST AND RESUME TO 

THE EMPLOYMENT SECTION OF THE HUMAN RESOURCES DEPARTMENT BY 4:30 P.M. ON  June 12,  

2015.  POSITIONS COVERED BY COLLECTIVE BARGAINING AGREEMENTS WILL BE AWARDED IN 
ACCORDANCE WITH THE PROVISIONS AND PROCEDURES CONTAINED IN THE APPLICABLE CURRENT 
BARGAINING AGREEMENT. 
================================================================================= 
 
POSITION #:  855            JOB CODE #:       025    
 
POSITION TITLE  Planning Assistant – PART-TIME                
 
PAY GRADE 13 PAY RATE   PAY RANGE $19.751384 - $24.689230. 

(MINIMUM TO MAXIMUM)    
 
LOCATION: DISTRICT       New Castle County  DEPARTMENT Administration      
            SECTION    Planning 
================================================================================= 
 

CLASSIFICATION: FULL TIME   PART-TIME x 29.5 HOURS PER WEEK  

   
CONTRACT: 8FR    8DR    32   N/C X  
  
SCHEDULED HOURS   Flexible    SCHEDULED DAYS:  Flexible  

                     
 
================================================================================== 
SUMMARY OF POSITION:  
The Planning Assistant is responsible for graphic representations and related data management to assist the planning 
sections:  Service Analysis, Service Development, Schedule Development and other sections as requested through the 
Planning Manager.  Provides necessary transit route and bus stop location mapping for Planning documents; assists 
Planning staff in the gathering of detailed geographical information in the form of site plans and maps for facilities 
planning, resolution of operational problems and customer complaints; documents highway safety considerations; 
compiles Facility Sheets with site plan support specifying exact changes to be made per bus location for implementation 
of Statewide Service Changes and documentation of site compliance with the Americans with Disabilities ACT (ADA) 
where required; and manages database (both GIS and data) containing geographic location and amenities inventory; 
digitizes adjustments or improvements made to bus stops and update files to reflect transit route service changes; assists 
in conducting Ridechecks; and generates reports or manipulates files to perform technical assistance to staff; provides 
network information to other DTC sections; provides technical assistance for inter/intra agency studies. 

 

 

 

SEE MINIMUM QUALIFICATIONS ON SECOND PAGE 

 

 



 

Minimum Qualifications: 

Please address each Minimum Qualification separately.  
 

1. Able to determine the most efficient distribution of limited resources, 
think analytically, perform detailed work, and apply new ideas to solve 
problems.    
 

Applicants must be able distribute limited resources efficiently, think 

analytically, perform detailed work, and apply new ideas to solve 

problems.  
   

2. Able to work independently and as a team member, and to work 
cooperatively with customers, the general public, private and public sector 
management, and stakeholders even in controversial situations, handling 
themselves in a professional manner, in order to achieve optimal results in 
designing transit services that maximize resources. 
 

Applicants must be able to work independently and as a team member 

with both private and public customers and stakeholders in all 

situations.  

 

3. Strong verbal and written communication skills. 
 

Applicants must possess strong verbal and written communication 

skills. 

 

4. Must demonstrate knowledge of Word, Excel, statistical and database 
software, PowerPoint and Geographic Information Systems (GIS). 

 

Applicants must detail all knowledge of Word, Excel, statistical and 

database software, PowerPoint and Geographic Information Systems 

(GIS). 
 

JOB DESCRIPTION:  AVAILABLE THRU HR DEPT X 
================================================================================= 
 EQUAL OPPORTUNITY EMPLOYER 

" Resume must specifically address the Minimum Qualification." 
 


